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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: April 4, 2001

SUBJECT: SAFETY MEETING IDEAS -- APRIL 2001
                                                                                                                                                

Suggested issues to discuss during your next meeting are:

1. Emergency Team Members

Do you know who the emergency team members are in your area and facility?  That
information should be posted around the office.  Be sure you know who's in charge
during an emergency, who to go to when you need first aid treatment and who is
currently certified to administer CPR.  That information should be on the Emergency
Team Member list.

2. Telephone Use During Emergencies

You should not use telephones during an emergency unless you are the first one to
report it.  Keep the lines available for emergency personnel and for communicating
with staff in the building or work site.  During bomb threats cell phones should never
be used on or near the area where the bomb is suspected.  If the general bomb
location is unknown, all cell phone use should be curtailed.

3. Be Prepared for An Earthquake

April is Earthquake Preparedness Month, please read the backside of this page
regarding duck, cover and hold procedures.  It could save your life!   There is more
helpful information regarding preparing for an earthquake available from the Office of
Emergency Services on the ARB Inside Page

Document your meeting by using Form HS-1 "Safety Meeting Report" which I have
attached for your convenience.  This can also used, if you choose, to route the
information to each employee.  This record should be kept in your files for one year.




